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RECOMMENDATION NO. 3

Establish a more definitive plan which will identify the academic
skills needed to provide a bBalanced staff and requires 8P Careerists
undergoing training to take those courses that are most nesded by the
Office of Personnel.

1. One of the current efforts fo better identify academic skills
needed by SP Carearists is the speciftemtion of training needs of indi-
vidual employees in Development Gap Sheets. (The Gap Bheets list assign-
ment and training requirements which individuals {n the SP Career Service
shauld next receive as determined by supervisors snd the Career Board.)

We are currently collating Development Gap Sheets received for all employees
in grades 12, 13 and 14. Gap Sheets will later be prepared for all
professional Parsonnel Careerists. An axample of the Gap Sheet is attached.

2. In preparation of the final collation of the Gap Sheets, we have
considered the following general areas of study in tems of providing a
basic academic foundabion for the professional personnel officer:

Principles in Personnel Management
Introduction to Dats Processing
Principles and Problems of Publie Relations
Motivation Factors in Personality
Personnel and Industrial Psychology
v Group Discussion and Conference Leadership
"4 . Business and Economic Statistics
- Advenced Administrative Mansgement,
Qantitative Factors in Administration
Human Behavior im Organizations
Manpower Management
Principle of Management
Business Law

3. Date obtained fram the Gap Bheets will, we believe, pinpoint
individuel acedemic needs relating to the specific areas of recruitment ’
seleggion, classification, evaluation and training. Attached is a summary
of these courses thus far approved by the Perzonnel Career Service for
its officers as well as a schedule of eourses offered by local universities.
Reviews will be conducted to determine the more meaningful courses to our
cergerists en an individual basis to provide a more definitive plan for
future exSagnal training arrangements.

b, Add% ional interim reports will be provided as the sbove actions

vded from autematic
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FROM.: D ‘ EXTENSION | NO..

- STAT

Chairman; Personnel Career Service Board
5 E 56 Héadquarters

DATE

10: (Oficer dosignalion, room naumber, and DATE :
building) OFFICER'S COMMENTS (Number each comment to show from whom
' INITIALS to whom. Drow a line across colurn after cach comment. )

RECEIVED FORWARDED

1. Your cooperation is re-
guested in completing the attached
form on the employee or employées
named. DPlease fill out IV through
VI and items 51 through 53 of VII.

2. This request originated
from a decision of the SP Career
Board to implement Step 4 of the
Personnel Movement and Managenment
in the 70's Project within our
Service: "plan and provide what
professionals need to improve their
capability for new and more respon-
sible duties (employee development
geared to management needs).” More
specifically, we devised the attach-
ed Individual Gap Sheet to accon-
plish the second and third elements
of Step L, namely:

Consider what each professional
= careerist who has potential to
' - edvance one or more grades needs
in the form of specific job ex-~
berience; specific rotationsl
experiences; or training (inter-
nal and/or external),

10. . . . o
J Combine individual Jjob/training

A needs into Career Service inven-
1. . tories of training and assigrment
requirements and use as assign-
ment and training opportunities
12, ' . _ . arise or can be arranged.,

' 3. As you are aware, the FPMMP
70's Project is now being worked on
13. A T ) by the Career Services throughout
the Agency. Just as the Office of
Personnel experimentally performed
>y ) — Steps 1 and 2 of the Project, i.e.,

: estimating the difference between
promotional headroom and promovion-!
5 : “lal needs, before recommending their
. general application, we now wish to
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SP careerists (initially all those in Grades
GS-12 through GS-14) as the basis for improv-
ing our own program of personal development.

- We plan to share our experiehces in implemen-
ting the Gap Sheet with the other Career
Services.

4, The primary purpose of the form is
to identify. areas of possible improvement
pertaining to individual SP careerists, as
seen by the supervisor and the SP Career
Board. These identificabions may involve a
personal attribute that could be improved
(e.g., writing ability); a needed training
course, or a desired job experience., I want
to emphasize the reason we are completing this
form is to systemstically decide, in coopera-
tion with supervisors, how we can best develop
our individual careerists in accordance with
. the future requirements of the Career Service.

5. Also attached for your information
is a copy of appropriate training and job
experiences for SP careerists. The paper has
been helpful in -establishing preferred skill
and experience levels to be acquired by SP
careerists over a career span, but it is a
guideline only. No attempt will be made to
rigidly apply items I through IIT to all
careerists, irrespective of their present age,
grade and period of remalnlng serv1ce

. 6. Please return the form EYES ONLY to
the CMO/OP, 5 E 68.
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DEVELOPMENTAL GAP SHEET (0P CAREER SERVXCE)

”

I GENERAL
1. Name o o | 2. Graoe | 3. OFrice b. Acz  [5. Years in 6. Last FR
‘ ' - PreseENT JoB EvaL,
7. PosiTion ' 8. Namz oF Supervisor

AT TS freyemy Pty

11 ACADEMIC BACKGROUND

10. CoLLEGE MaJors
. PERSONNEL ADMINISTRATION
PusLic or BusinESS "ADMIN. OR MaT. )
SociaL Science(s) | ]
OTHER U B |

9. CoLrLegE
CoLLece DeGREE
CoLLege ~ No Degrec
cT . '
No CoLLEeGE

\ Dano

Il JOB PROGRESS!ON

. e,

“-ta
.o

11. INDICATE REMAINING OB EXPERIENCES N CENTRAL OP, EMPLOYEE SHOULD ACQUIRE.T "{ComPLETE FOR AN
EMPLOYEE WITH MORE THAN 3 YEARS SERVICE IN AGENCY, IF APPLICABLE IN HIS . CcasE.)

12. SUBSTANTIVE EXPERIENCE NORMS FOR Mip-ProressionaLs

!
OMPLETED:
NORM Cor » IF kOT COMPLETED, EXPLAIN AND INDICATE
. Yes | No | IF STILL NEEDED

- - 09 - - POV PR

A. U OrR MORE ASSIGNMENTS wiTHIN 1k .
veAars. (DIFFERENT BRANCHES OR
OFFICES) FOR GENERALISTS; 2 OR
MORE FOR TECHNICAL SPECIAL}STS.

»

e P

Be ASSIGNMENT TO AGENCY COMPONENT . . .
: WITHIN 6 YEARS (APPLICABLE TO o L :
GENERALISTS ONLY),

T

-————— - - e 2 -

€+ 2 YEARS OF PERSONNEL STAFF OR
RESEARCH WORK (OR comPARABLE
EXPERIENCE) BY END OF 14vH vear.

L__....._...-....... et e e e Shts M smamts eu e s i - ——a s ‘- (SIS A t....,...,..,.. e e e et e e e e e sm sy v een b .
* Jos PQPGRESSION HORMs In CARZER SeRvicz MovEL THAT SHdULo BE INVOKZD FOR EMPLOYEE CONCERNED,
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Iy KNO#LEDGE.OF PERSONNEL WORK

. . ——— e

GooD UNDERSYARDING

YEs

-y - ot

13. SUBSYANTIVE CONTENT
FPERSONNEL ADMIN,
1. AGENCY PERSONNEL
' OBJUECTIVES
15. PERSONNEL PROBLEMS
16. PersONNEL TRENDS

-

2. EMPLOYEE!S STRONGEST KNowLeoGe(s) IF
APPLICABLE

WorkING KnowlLeocE
17. PLRSONNEL R:ScAPCH/bIAFF
WORK
18. BzneFITs AND semvices
19. SALARY AND POSITION ADMIN.
20. PERSONNEL STAFFING AND
T/0 apMIN.
Recorus conTrROL
LiNE PERSONMEL WORK
Overseas
NON~PERSOMNEL SUPPORT
ACTIVITY

Yes

21,
22.

o

———— . ..

No

26. EmpLOYEEYS weEAKEST KrowLEOGE (s)
APPLICABLE

[-u_.—-—-. R e asane b ey v ¢ atam vore e

"V PERSONAL SKIL

EFFECTIVENESS IN PER~
SONAL DEAL INGS

SELF REL IANCE

Drive

28.

29.
30l

J

LS AND ATTRIBUTES

VERBAL EFFEZCYIVENESS"
39, PLEASING PERSONALITY
36. IMAGINATION AND
ORIGINALITY

s ;" N Ska 7 EUF;EVTESK [ O?/CGB T St ;T”" qfh*m T Sbé:;V|SOR_r Qf7C%B_m
. TRONG IN SKILL Yes | No YEs NG TRONG IN SKILL i Ysg No | Yes " No
27. Responsiveness (IN 31. Gevs ‘THings pone
SUPPORTIVE ROLE TO Co 32. THOROUGHGO ING
AGENCY OFFICIALS) 3&. VRITING ABILITY
3k,

e e

- —— e

.37 EMPLOYEE!S sTPONGESI PERSONAL sKlLL(S) AND f
-« ATTRIBUTE(S) IF APPLICABLE

38. EmpLOYEE!S PERSONAL DEFICIENCIES, IF
APPLICABLE

It

T R T T T LTS T e T T T s o e e e
] " .
’ Vi MANAGERITAL SKILLS
_ . Supervisor | OP/CSB . - SUFERVIsCH |
STRONG IN [TEM ~ Ves N Yoo No STRONG IN |7&EM Yes | No
39« REPRESENTATION AND U5. AnTiciPATION OF CONSE~
COMMUN I CAT | ON QUENCES OF PROSPEC-
4o, PLAN anesD ) - TIVE AcTlons
41. CapaciTy vo INFLUENCE L6. PercerTion OF THINGS
: OTHERS THAT NEED TO GE DONE
; h2, Supervisory aBiLiTy hg. ABILITY TO DELEGATE
! ??. Decisiveness 4 « EFFECTIVENESS IN
14,

MATURE JUDGMENT

o

OFFICE MGT.

ey ———— s e e e e

B e omer o b St L AN s 0 o memp ot s I 0 & ey P e et e Bt 4t st B

49, EmpLOYEE!S QTRONGLuT MANAG‘RIAL skitl.(s)
IF .APPLICAELE

e a Mt e et o o s oo ]

YR

50. EMPLOYEZlS wiakesT MANAGER | AL SKILL( 2)
IF APPLICASBLE

T e e e e et e et ae e et e S e s s e e e i e S

v
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h Vii. PERSONAL DEVELOPMENT

51" ASSIGNMENTS THAT SHOULD BE UNDERTAKEN

NECESSARY o : " WHEN : PREFERABLE " WHEN

‘Supv.

or/
csB

«

52. OTHER DEVELOPMENT DESIRED

- " OTHErR DeEvVELOP-
~TRAINING i “WHEN MENTAL ACTIONS : WHEN

Supy.

or/
CSB -

53. IF ANY OF THE SKIiLLS OR KNOWLEDGES LISTED IN IV, V, AND VI WERE MARKED NO, INDICATE WHAT
SHOULD BE DONE IF IMPROVEMENT IS FEASIBLE .

R s

SKiLL OR KnowLgpge . . " CORRECTIVE ACTION

Suprv.

or/
CcsB . o 1o

54. EMPLOYEE'S POTENTIAL FOR GS-1l or aBSVE (To 8 COMPLETED BY OP/CSB)

YEs[:___] - NOE‘

55« DUE DATE FOR PROGRESS REPORT ON CORRECTIVE ACTION (To BE COMPLETED IF APPLIGABLE BY oP/CSB)

ITeEM . ) DATE OF REPORT

HY
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B T T T

CAREER SERVICE MODEL FOR DEVELOPMENT OF PERSONNEL PROFESSIONALS
(APPL ICABLE TO PROFESSIONALS WITH POTENTIAL FOR DEVELOPMENT)

{GENERAL.-NORMS (For GUIDANCE.ONLY)

ACADEMIC BACKGROUND

., -

CT OR COLLEGE GRADUATE
MAJOR IN ADMIN., MGT., OR SOCIAL SCIENCES

TRAINING

A.  IN-HOUSE o .
INTRODUCT ION TO COMMUNISM MANAGERIAL GRID OR ADVANCED MANAGEMENT {PLANNING)
INTRODUCTION TO INTELLIGENCE SuPPORT SERVICES Review: TRENDS AND HiIGHL IGHTS

ADP ORIENTATION
SUPERVISION OR MANAGEMENT

B. EXTVERNAL .
BASIC ~ AT LEAST ONE UNIVERSITY COURSE IN PERSONNEL MGT. POSITION CLASSIFIiCATION

OR EMPLOYEE RELATIONS IF NORE IN COLLEGE; ONE OR MORE 1'-)} VWZIEK SESSIONS
‘ IN THEORY OR ORGANIZATIONAL SCIENCE, BEHAVIORAL THEORY, SY3TEMS ANALYSIS
orR PPBS. )
FOR SELECTED INDIVIDULLS =~ UNIVERSITY TRAINING IN PERSONNEL OR ADMINISTRATIVE FIELDS;
TOPICAL OR TECHNICAL TRAINING IN SPECIALIZED PERSONNEL

SUBJECTS.

C. Mivhin OP ' :
"ATTENDANCE OF PERSONNEL CAREERISTS: AT DIVISION BRIEFINGS AND OP PROSLEM SOLVING
SEMINARS. ATTENDANCE BY PERSONNEL OFFICERS AT D/PERS MONTHLY MEETINGS
{OTHER PERSOMNEL CAREERISTS WITHIN SHOPS BROUGHT TO MEETINGS AS SITUATION PERMITS).

DESIRED AGE _LEVEL PROGRESSION

ASSIGNMENT BY AGE hOuh5a0R SOONER TO OP KEY 7POsiTION (OR APPROXIMATE EQUIVALENT), OR’
READINESS FOR ASSIGNMENT TO KEY POSITION, AS DETERMINED BY OP CAREER SESRVICE.

"DESIRED JOB PRO ququV

Ao Iniviar (18T THREE YEARS OF ENTRY IN OP CAREER SERVICE)
ONE~ OR TWO-YEZAR ASSIGNMENTS, AS PRACTICABLE, IN OP centraL uniTs (E.G., PMCD,CPD,

WARO, ReTire. Br. AND BSD}. .

8. Mio-ProrEsslioNal {eETweeN 3 AND 15 YEARS FROM ENTRY IN OP CApcer Semvice)

(1) THREE OR MORE ASSIGNMENTS TO SPECIALIST J08BsS IN OP OR GENEZIRALIST JOBS IN COMPON-
ENTS DURING NEXT 3-15 YZars., (OP ASSIGNMENT OBJUECTIVE: 3 YEAR TOURS INSIDE AND
OUTSIDE CENTRAL OP wiTH ONE OR 1WO EXVENSIONS OF ONE YEAR CONSIDERED UPON REQUEST.
EXCEPTIONS ALSO FOR FUNCTIONAL SPECIALISTS. ) ' :

(2} ASSIGNMENT TO A COMPONENT BY END OF 6TH YEAR UNLESS EMPLOYEE IS EXPECTED BY OP
CAREER SERVICE TO INDEFINITELY CONMTINUE IN FUTURE AS TECHNICAL OR FUNMCTIONAL
SPECIAL ST IN CENTRAL OP, . : .

(3) By vHE €nD OF THE 1hvH vEAR, EMPLOYEE HAS SERVED 2 OR MORE YEARS IN A STAFF OR
ADVISORY CAPACITY; IN A PLANMING OR RESEARCH POSITION; OR IN A POSITION REQUIRING
CONS IDERABLE TIME 70 BE SPENT IN SUCH ACTIVITIES.

(4) EmMPLOYEE SIVHER ASSIGHNED WITHIN 1U voans TO A KEY Joo I8 OP Cancen Service (or
APPRONIMATE EGUIVALENT) OR 15 CONSIDERHD READY FOR SUCH AN ASSIGHMINY BY SP
CAREER °"PVICF. : . .
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5¢7 STHUNG EVAL vl IN FOLLOZING i 50NAL SKILLS AND ATTRIGUTES
» . N

. Responziv: £SS IN SUPPORTIVE ROLE 1O GETTING THINGS DONE

) AGENCYT i FICIALS ' _ THOROUGHGO I NG
LFFECTIVE~ESS IN PERSONAL DEAL INGS VRITING ABILITY . . .
IMAGINATION AND ORIGINALITY - VERBAL EFFECTYIVENESS ’
SELF REL JANCE - PLEASING PERSONALITY
DRIVE o

6. SIlONG EVALUATION IN FOLLOZING MANAGERIAL SKILLS

REPRESENTATIONAL AND COMMUNICATING MATURE JUDGMENT
sSKiLLS ' ANTICIPATION OF CONSEQUENCES OF PROSPECTIVE
PLANNING AHEAD ) ACTIONS '
CAPACITY TO INFLUENCE OTHERS (sua~ . PERCEPTION OF THINGS THAT NEED TO BE OONE
ORDINATES, PEERS, SUPERIORS) ABILITY TO DELEGATE
SUPERVISORY SKILL (INCLUDING DEVELOP- EFFECTIVENESS IN MANAGEMENT OF OFFICE

MENT OF SUBORDINATES; MAINTENANCE
MORALE AND LOYALTY)
Decistveness

T EAMILIARITY WITH PERSONNEL VIORK

A. -GOOD UNDERSTANDING OF FOLLOWING:

SUBSTANTIVE CONTENT OF PERSONNEL PERSONNEL PROBLEMS
ADMINISTRATION - PERSONNZL TRENDS
AGENCY PERSONNEL OBJECTIVES

]

B. AcTuaL EXPERIENCE IN A MAJORITY OF FOLLOWING FUNCTIONS®

PERSONNEL RESEARCH/STAFF WORK PERSONNEL STAFFING ADMIN.
BENEF LTS AND sSERViICES Recorbs conTRrROL -.
SALARY AND POSITION ADMIN. LINE PERSONNEL ADMIN. IN COMPONENTS

C. DESIRABLE EXPERIENCES (noT NORMS)

OVERSEAS - .
PERFORMANCE. OF - NON-PERSONNEL SUPPORT FUNCTIONS

-t o

-
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SPONSORED ACADEMIC TRATNING COURSES THUS FAR APPROVED

FOR PERSONNEL CAREERISTS

Manpower Utilization & Planning

Managerial Statistics

Human Behavior in Organization

Governmental Budgeting

Quantitative Factors in Administration
Administration in Government

Public Personnel Administration

Advanced Administrative Management
Behavioral Factors in Large Organizations
Technological Change and Manpowexr

Current Issues in Organization Behavior
Seminar: Manpower Development and Utilization
Problems in Public Personnel Management
Seminar in American Political Institutions
Problems in American Government and Politics
Seminar in Public Law

Seminar in Public Opinion

Seminar in Legislatures & legislation
Seminar in Govermmental Organization & Theory
Statistical Methods in Experimental Psychology
History and Systems of Psychology
Psychology of Motivation

Personnel Measurement

Human Factors Engineering

Principles of Public Administration
Business Statisties

Office Operations and Management

Labor Relations

Introduction to Counseling & Personnel Services
Business and Government

Industrial Psychology

Management and Organization Theory
Production Management

Labor Legislation

Business Policies

Design of Organization

Seminar in Manpower Management

The Labor Relations of Public Employment
Industrial Relations: The Legal Environment
Personnel Management Operations

Human Relations

Seminar in Personnel & Manpower Management
Policy Formulation

Ghowe 1
Excluded Gom autemat
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Introduction to Quantitative Methods
Design of Organization

Planning, Programming, & Budgeting
Seminar in Manpower Management
Quantitative Methods in Decision Making
Human Behavior in Organizations
Administration in Government

Problems in Public Personnel Management
Current Issues in Organizational Behavior
Behaviorl Factors in Process of Change
Behavioral Factors in Large Organizations
Introduction to Cybernetics

Analysis of Government Organization & Process
Modern Public Management

Administrative Law & Process
Introduction to ADP Systens

The Process of Management

Government and Politics

State and Local Administration

Public Speaking

Fundamentals of Math

International Political Relations
Sociology of Occupations and Careers
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SCHEDULE OF COURSES OFFERED BY LOCAL UNIVERSITIES, ETC

Personnel Management

Personnel Administration

Public Administration

Business and Economic Statistics

Administrative Management

Management Development Progress:

Personnel and Manpower Managene nt

Business Management

Administrative Communications

Methods in Decision Making

Planning, Programming, Budgeting

Human Relations

Personnel Management Operations

Personnel and Manpower Management

Public Personnel Administration

Principles of Public Personnel Administration

Manpower Utilization & Public Personnel
Requirements Planning

Psychological Instruments and Methods in Public
Personnel Administration

Executive Selection and Appraisal in Govermment

The Labor Relations of Public Employment

Management of the Govermental Administrative
Establishment

Advanced Organization Theory

The Analysis of Governmental Organization & Operation

The staff Function in Government

Position Classification

Adverse Actions

Psychology

/0428 = etA-RDP84:007808104000100012-6
Approved For Releasg 290 / ﬁEZF T 4&£ ﬁg‘gn |

e e ot




